MARCUS ELLERY
[Your Title]  |  [Organization]
[City, State]  ·  (000) 000-0000  ·  your.email@email.com

[Month Day, Year]
[Recipient Name]
[Title]
[Organization Name]
[Organization Address]
To Whom It May Concern,
This letter is provided at the request of our customer, [Customer Name], who has maintained accounts with [Bank Name] since [year]. I am [your title] at this branch.
[Customer Name] holds [account types] with us. The relationship has been handled [in a satisfactory manner throughout — balances maintained, obligations met as agreed, no returned items in the period reviewed]. [Credit facilities, if any: a [$X] line, utilized and serviced as agreed.]
This information is furnished in confidence, at the customer's request, and without responsibility on the part of this institution or its officers. It reflects our records as of [date].
Direct any verification inquiries to me at [phone number or email address].
Sincerely,
Marcus Ellery

Signature:                                                                       
Printed name:  [Your Full Name]
Title / standing:  [Your Title]
Phone:  (000) 000-0000        Date:  [Month Day, Year]
